Configure Microsoft Outlook for first.last@vawg.cap.gov Email Account Procedure

1. First, you must enable IMAP for your email account.
a. Log-in to the web-version of your email by going to www.gmail.com
i. When prompted, put in your full vawg.cap.gov email for username and your
password
b. At the email screen, click on the gear in the upper-right hand corner and then click on
Settings from the drop-down menu (see red circle below).
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c. Click on the Forwarding and POP/IMAP tab.

General Labels Inbox Accountsand Import Filters €€drwarding and POP/IMAPSS Chat Labs Offline Themes

Forwarding: Add a forwarding address
Learn more

Tip: You can also forward only some of your mail by creating a filter!

POP Download: 1. Status: POP is disabled
Learn more O Enable POP for all mail
O Enable POP for mail that arrives from now on

2. When messages are accessed with POP keep Virginia Wing Civil Air Patrol Mai's copy in the Inbox v

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions

IMAP Access: Status: IMAP is enabled
(sceess Virginia Wing Civil Ai ®) Enable IMAP
clients using IMAP)

O Disable IMAP
Learn more

When | mark a message in IMAP as deleted:
® Auto-Expunge on - Immediately update the server. (default)

0 Auto-Expunge off - Wait for the client to update the server.

When a message is marked as deleted and expunged from the last visible IMAP folder:
® Archive the message (default)

Move the message to the Trash
Immediately delete the message forever

Ifglder Size Limits
'\?J‘ Do not limit the number of messages in an IMAP folder (default)

d. Change the radio button for IMAP Access to Enable IMAP
e. Scroll to the bottom of the page and click Save Changes

2. We will adjust the “Labels” in Gmail so that you will only see the right “folders” in Outlook.
a. From your inbox screen, click on the gear and go to settings again
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b. Click on the Labels tab

General Labels Inbox Accounts and Import Filters Forwarding and POP/IMAP Chat Labs Offline Themes

System labels Show in label list

Inbox ' Show in IMAP
Starred show hide

Important show hide

Chats show hide

Sent Mail show hide (¥ Show in IMAP
Drafts show hide show if unread (¥ Show in IMAP
All Mail show hide 4@
Spam show hide show if unread W
Trash show  hide w

c. Un-check the Show in IMAP box for

i. Starred
ii. Important
iii. Chats
iv. All Mail
v. Spam
vi. Trash

d. You may now close your web browser window.
3. Open Microsoft Outlook
a. If this is your first time opening Outlook, it will automatically ask you to add an account.
If you have opened Outlook before, click File, then click Account Settings under the info
tab and then click Account Settings again. Under email, click new.
b. Click the radio button for Manual setup or additional server types

gy sam o
Y[ Add Account =
Auto Account Setup
Manual setup of an account or connect to other server types.
() E-mail Account
< @ Manual setup or additional server types >
< Back Next > ] [ Cancel
. A
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c. On the choose service screen, select the POP or IMAP radio button.

11 E-mail A L

-
Add Account =

L~ 4

Choose Service

() Microsoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
(") Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

"5 POP or IMAP
Connect to a POP or IMAP email account

() Other
Connect to a server type that is listed below
Fax Mail Transport

[ < Back ][ Next > ][ Cancel

. WV,

d. Use the screenshot below to input the proper settings.

a1 AL L

p
o Add Account [ RS

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: Jacob Bixler " We recommend that you test your account to ensure that

) : - the entries are correct.
Email Address: Jjacob.bixler@vawg.cap.gov |
Server Information

) § Test Account Settings ...
Account Type: IMAP E]
. A r | Automatically test account settings when Next

Incoming mail server: imap.googlemail.com is clicked v 9

Outgoing mail server (SMTP): smtp.googlemail.com

Logon Information
User Name: vjacob.bixler@vawg.cap.gov '

- : Mail to keep offline: All
Password: AXKKRKRKKRKRKARKRE )

Remember password

[T] Require logon using Secure Password Authentication

(SPA) More Settings ...

< Back ][ Next > ][ Cancel ]
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e. Click on the More Settings box in the right-hand corner.

\
Internet E-mail Settings u

General | Outgoing Server | Advanced |

My outgoing server (SMTP) requires authentication

@ Use same settings as my incoming mail server

() Log on using
User Mame: [
Password: [
[V/] Remember password '
i Require Secure Password Authentication (SPA)

[ OK ][ Cancel ]

f.  Under the Outgoing Server tab, check the box for My outgoing server (SMTP) requires
authentication and select the radio button for Use same settings as my incoming mail
server

g. Click on the Advanced tab
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h. Use the screenshot below to properly input the server port numbers and authentication

«
J Internet E-mail Settings w0 g

_ | General I Outgoing Serverl Advanced ‘

:’ Server Port Numbers

. Incoming server (IMAP): 993 Use Defaults

p Use the following type of encrypted connection: | SSL E]

g Outgoing server (SMTP}): 587

B Use the following type of encrypted connection: | TLS E]

‘Wi | Server Timeouts L]

Short Long 1 minute

Folders
Root folder path:

Sent Items

E] Do not save copies of sent items

Deleted Items

E] Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

OK ] [ Cancel

i. IMAP port should be 993 and SSL should be used for encrypted connection.
ii. SMTP port should be 587 and TLS should be used for encrypted connection.
NOTE: if you change to TLS, it will change the port back to 25, change it to 587.
iii. Click ok
i. Click Next
j.  If you have two green checkboxes, congratulations, you have configured the account! It
will now appear in Outlook.

1‘ Test Account Settings s
Congratulations! All tests completed successfully. Click Close to Stop
continue.
Tasks | Errors
Tasks Status
\/Log onto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed I

SOP OPR: heln@vawse_can_sov



